Basic Writina_

k_/\\\
|
/
y




moHm B 5 &

-ﬁ'ﬁ“fz?}iﬂf:’_

4’E

ESiES
sk A&
x|
X A& BREK
N

= B0 W ok
H
M 3 O3 A

% BEEHEH R
HIGHER EDUCATION PRESS



RERE

(Hignm 5 3GEBE1-2)) N “HREFRERIIAE" Z2— 1IN “ERZEESE",
P AR | R BOEI B RS RABCEN TR H2Mh “WHEIEETHE,
PIZEST HR 25 SCHF I AE RN Bl N IR S A TR B AR SS A BB E I T RIS SR Tk M2F 4

EHBZESE (CIP) i

BB S IOESIE. 1 kEMESR. - dbat:
EEHFH B A, 2005.2 (2008 HE)

OB i 55 B ROV /BN E R F 4 )

ISBN 978—7—04—016171—7

I.#r.. Dok I.@%-HE-BE-A%¥
%%k IV.H315

v [ A B 5 CIP $diAZ 7 (2005 ) 26 012329 5

RXIHmIE ke x  REHE kexR  HEET £ % HELE £ B

W&t 2545 REREYW wiF  BEHE RAF

HARRIT &SHF iRt HHHL 010-58581118

# 4 JERTHEREESN AR 45 %¥%EE 800-810-0598

BPBIZRES 100011 B ib  http:/www.hep.edu.cn

A #Hl 010-58581000 http://www.hep.com.cn
R_EiTH  http://www.landraco.com

7 H KegpBEBETERAF http://www.landraco.com.cn

EP Rl AR KA AERIARA 7 HEHE http//www.widedu.com

7 & 787 x 960 1/16 71 W O20054E2 A 1R

N 3 25.5 El &k 20084 5 A% 7 RENFI

F % 470 000 E O 36.00C

ABAARTT. BT, BTSRRI, 305 B 55 1 1 2 e

KRB Bk
M B S 16171-00



(B EEFHED.(2)E 2000 4 8 AMMBMUR, EFXDPFRERT F4,)
AEREHENABRET AL T RAMTFREN, L@ PR E4E -,
REAFWETALEE.FET ZEM, B RINAAFHRTT BT,

(R HEBSHEOINGAER LR A Z, FENKETH—R
—HRBEFE . BRI T R R A o I A LA e B, T A ey R D
EPXEXFRAUR-—BERSARAAL. B2, RTWRNESR, BAX K
FMG R B RE, U AFRRAKIEELE" WY,

A BN BFE EATH A LR P DA, 3 7T LA B W 3 I R SR
MEAFHREEMNEFTFRELER FELRIRFMEATEFFREEL L
WEEFR B B AFENEE, YR BTHHRHN. AR R AAZNEHR
WEE. FX L, EMEITHTRIRFTOEL, B, BNATRHFLES AEXK
AR AT A R BT AT A, UE RT3 — P R,



B E =

FEHE B REN A B ER TH R MRS MR G E
1o ¥ 5 R (b e N RSN E FEAEE ) , HAT 9 A AR 0 A8 B ) R =8 32 4E fn AT
B MR B BREE RN E T, A TEP T HBRT, R EER
B AR , A TR R AR B i ARG R, A B A AT BUGE BB 1T A0 =
PLRA B LR TR W B NG T T . HEaSFA LA LR EFRT
A B B B 2 AR AR AR 2 R 2 iR A B

REBERMZEHRBIF: (010) 58581897/58581896/58581879

& H: (010) 82086060

E - mail: dd@hep. com.cn

BAE M. b TP IR X A K 4 5

RS G HBAT RS A E

HB 4. 100011

W FiF KT . (010)58581118



Contents

Unit 1 Use of Words 1
1 Types of Words 3
2 Use of Proper Words in Proper Places 7
3 Further Tips for the Selection of Words 9
4 Formation of English Words 16
Exercises 18
Unit 2 The Making of Sentences 23
1 Basic Elements of a Sentence 25
2 Types of Sentences . 25
3 Effective Sentences 31
Exercises 40
Unit 3 Writing Effective Sentences 45
1 Coordination 47
2 Subordination 52
3 Variety of Sentence Patterns 57
Exercises 60
Uniit 4 The Paragraph (1): The Major Elements
of a Good Paragraph 65
1 Unity 67
2 Coherence 70
3 Focus 78
4 Completeness 81
5 Brevity 84

Exercises 86



Contents

Unit 5 The Paragraph (2): The Paragraph
Structure and Types 91
1 Three Parts of the Paragraph 93
2 Types of Paragraphs 105
Exercises 113

Unit 6 The Paragraph (3): The Development
of the Paragraph 119
1 Planning a Paragraph 121
2 Developing a Paragraph by Time 123
3 Developing a Paragraph by Space 125
4 Develdping a Paragraph by Process 128
5 Developing a Paragraph by Citing Statistics 131
6 Developing a Paragraph by Comparison and Contrast 133
7 Developing a Paragraph by Exemplification 135
8 Developing a Paragraph by Cause and Effect 137
9 Development by Definition 139
10 Development by Classification 141
Exercises 143

Unit 7 The Basic Steps of Writing an Essay 149
1 Getting Started and Selecting a Topic 151
2 Narrowing Down the Topic and Writing a Thesis Statement 152
3 Outlining 154
4 Writing the First Draft 157
5 Revising and Editing 162
Exercises 164



- Contents

Unit 8 Narration 167
1 Definition 169

2 Basic Elements of Narration 170

3 Types of Narration 170

4 Tips for Narrative Writing 175

Exercises 182

Unit 9 Description 185
1 Definition 187

2 Basic Elements of Description 187

3 Basic Types of Description 188

4 Tips for Writing Descriptions 194

Exercises 195

Unit 10 Exposition (1): Definition 201
1 Definition of Exposition 203

2 Basic Elements of Exposition 203

3 Types of Techniques Used in Expository Writing 204

4 Types of Definition 204

Exercises 210

Unii¢ 11 Expesition (2): Classification and Division 217
1 Definitions of Classification and Division 219

2 Basic Elements of Classification and Division 222

3 Principles of Classification and Division 223

Exercises 228

Unit 12 Expeosition (3): lllustration 231

1 Definition

233




Contents
2 Types of lllustration 233
3 Basic Elements of lllustration 238
4 Tips for Using lllustration 238
Exercises 239
Unit 13 Exposition (4): Comparison and Contrast 245
1 Definition 247
2 Purpose of Writing Comparison and Contrast - 247
3 Pattern of Comparison and Contrast 248
4 Tips of Writing Comparison and Contrast 252
Exercises 256
n— Unit 14 Exposition (5): Cause and Effeet 259
1 Definition 261
2 Basic Types of Cause-and-effect Pattern 262
3 Tips of Writing Cause-and-effect Essay 264
Exercises 267
Unit 15 Argumentation 271
1 Definition 273
2 Basic Elements of Argumentation 273
3 Principles of Argumentative Writing 274
4 How to Organise an Argument 274
Exercises 279
Unit 16 Practical Writing (1): Greetings, Formal
Inviiations and Personal Letters 289
1 Greetings and Formal Invitations 291

2 Personal Letters 295



Contents

Exercises 310

Umnit 17 Practical Writing (2): Notes and Letters

of Application and Résumé 313
1 Notes 315
2 Letters of Application 322
3 Résumé 327
Exercises 331
Unit 138 Summary Writing 333
1 Definition 335
2 The Purpose of a Summary ’ 335
3 Elements of a Good Summary 336
4 The Basic Steps of Writing a Summary 338
Exercises 346
Unit 19 Figures of Speech 351
1 Simile 353
2 Metaphor 354
3 Personification 354
4 Metonymy 355
5 Hyperbole 356
6 Understatement 356
7 Euphemism 357
8 Irony 358
9 Alliteration : 358
10 Synecdoche 359
11 Onomatopoeia 359

12 Antithesis 360



Contents

13 Parallelism 361
14  Oxymoron 361
15 Pun 362
Exercises 363
Unit 20 Punctuation 365
1 The Comma 367
2 The Period 369
3 The Semicolon 369
4 The Colon 371
5 Quotation Marks 371
6 The Question Mark 373
7 The Exclamation Mark 373
8 Parentheses and Brackets 373
9 The Dash 374
10 Italics and Underlining 375
Exercises 375
Keyvs 377




Use of Words






Use of words | Unit One

S N TN

1 Types of Words (i5fip2%)

GBS

In the English language, there are over half a million words. No one can
possibly use so many words. In reality, only a small part of common words are
used in most cases, which is what we should learn first.

1.1 Formal and Informal Words (EExX53EF3Xia)

Words can be formal or informal in style. Words of different styles serve
different purposes on different occasions.

Formal words are those that are used on formal occasions. For example:

(1a) Would you please inform me of the possibility that the terrns we mentioned

will enable you to expedite the shipment two weeks ahead of schedule?
(BT RER & AR ] BEHR IR T M RN ERBRTFI R R 57D

This is a typical, formal business English sentence, and the words inform,
terms, and expedite are formal words.

Informal words are those that are used in informal situations, such as in *
conversations between close friends or family members. In such cases,
Example (1a) can be expressed like this:

(1b) Could you tell me if you can send the goods two weeks ahead of time

according to our terms?

In Example (1b), words like tell, if, send and goods sound informal.
Informal words are often colloquial words.

It is important to note that some words are neutral because they are neither
very formal nor very informal. As a matter of fact, there are different degrees of
formality. Certain words can be used in both formal and informal situations.
Words like know, whether, able, and ship, for example, are neutral.
Therefore Example (1b) can be expressed as:
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(1c) Is it possible for us to know whether you are able to ship the goods

two weeks ahead of time according to our terms?

Generally speaking, formal words are “big” words that are borrowed from
Latin, Greek, French, and other languages while informal words are typically of
native “English” origin, although they may not always be so. The following table
shows some examples:

Formal Words Informal Words
construction building
Nouns intention aim
remarks words
utter say
Verbs investigate look into
inform tell
prosperous rich
Adjectives tremendous big
sincere true

Note that building is less formal than construction, so is tell in relation to
inform. That, however, does not mean they are used only in informal situations
or contexts.

Here are a few more examples. Pay attention to the italicized words:
(2a) He claimed : “This dish is the most delicious one. ”

(He is probably a cook. )
(2b) He said : “This dish is the most delicious one.”
(We cannot tell who he is. He is probably just a customer at a
restaurant. )
(3a) The Minister of Finance made an oration yesterday.
(It is an official public speech.)
(3b) He gave a talk yesterday.
(It is quite informal. )

EXXBERAEXESD, OFABRBEIATFEXXE,
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1.2 General and Specific Words (—#%iaiC 5 BE&iAiC)

Words can be general or specific General words are used to show general
ideas, while specific words provide more detailed and precise information about
what they refer to.

In the following we can see how ideas or objects can be expressed by either
general or specific words:

General Words Specific Words
tree oak, pine, cypress, poplar
Nouns fruit apple, banana, pear, grape, orange
profession teacher, policeman, doctor, tailor
take capture, seize, grasp, grip, obtain
Verbs kill shoot, slay, stab, poison, hang
go walk, stroll, saunter, step, pace, run
good honest, responsible, correct, efficient
Adjectives red pink, crimson, carmine, scarlet
big large, huge, enormous, tremendous
Adverbs well satisfactorily, thoroughly, correctly,
clearly

It is easy to see that the specific words on the right are much more concrete
and vivid than the general ones on the left. But it does not mean general words
are useless. When we want to give a general picture of something or an event,
for instance, we normally refer to general words; but if we want to draw a
detailed picture of something or an event in order to impress the readers,
specific words are preferred. For example:

(4a) John entered the classroom.

(4b) John ran into the classroom.
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These sentences are both correct, depending on the writer’s purposes in
particular situations. If we just want to tell the reader that John came into the
classroom, Example (4a) is good enough. If, however, we want to tell the
reader that he came into the classroom in a hurry — probably when the school
bell was ringing, then Example (4b) seems more proper. Examine the following
pairs of sentences:

(5a) He put the book on the desk.

(It does not matter how he did it. )

(5b) He threw the book on the desk.

(We know how he did it and can guess that he was probably angry. )
(6a) All commercial papers sent for collection must have a remittance
letter giving complete and precise instructions. (& HFEWH—IRE L
TRAR AN b — BN eR , b B SE R T S D) B SR )

(6b) All commercial papers sent for collection must be accompanied by a
remittance letter giving complete and precise instructions.
(The specific word “accompanied” gives clearer meaning than the
word “have”.)

(7a) Scientists report seeing snow leopards that were believed to be extinct

years ago in the Himalayas.
(It is not important to know what kind of scientists they are. )

(7b) Biologists report seeing snow leopards that were believed to be extinct
years ago in the Himalayas.

(We are told what kind of scientists they are.)

(8a) She is laughing.

(We just know she is happy.)
(8b) She is giggling.
(We know the exactly how she laughs. )

From these examples we can see that general words and specific words
serve different purposes. General words just tell us what happens without
focusing on the details, whereas specific words tell us the manner in which
something is done. In other words, specific words are more accurate and vivid.

BEA XERRSERA—KRIBPLIELFRITL, EFFRESHED
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